PART 1|1 DEPARTMENT OF HUVAN RESOURCES DEVELOPMENET 17. 039
STATE OF HAWAI | 17. 040

M ni mum Qual i fication Specifications
for the Cl asses:

ASSI STANT ADM NI STRATOR, | NFORMATI ON AND COMVUNI CATI ON SERVI CES
(ASST ADMR, | NFO AND COWN SVCS)

| NFORVATI ON AND COVMUNI CATI ON SERVI CES ADM NI STRATOR
(1 NFORVATI ON AND COWN SVCS ADWR)

Educati on Requirenent:

Graduation froman accredited four (4) year college or
university with a bachelor's degree.

Excess work experience of the type and quality described
under the Experience Requirenents bel ow or any ot her
progressively responsi ble adm nistrative, professional, or
anal ytical work experience which provided know edge, skills and
abilities conparable to those acquired in four (4) years of
successful study while conpleting a college or university
curriculumleading to a baccal aureate degree nay be substituted
for a bachelor's degree on a year-for-year basis. To be
accept abl e, the experience nust have been of such scope, |evel
and quality as to assure the possession of conparabl e know edge,
skills and abilities.

Experi ence Requirenents:

Except for the substitutions provided bel ow, applicants mnust
have had the types of experience described in the statenents
i medi ately following, and in the quantity shown in the table
bel ow:

Spec Supvry Mr | Adm n Tot al
Exper Exper Exper Exper Exper
(yrs) (yrs) (yrs) (yrs) (yrs)

Asst Adnr,
Info & Com Svcs 3-1/2 2 1 * 6-1/2
Info & Com Svcs Adnr 3-1/2 2 1 1 7-1/2

Speci al i zed Experience: Responsible professional work
experience wth conputer and/or teleconmunications technol ogy
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whi ch invol ved the anal ysis and design of systens for electronic
processi ng of data; or stored conputer programr ng experience
whi ch included participation in systens anal ysis; or experience
i n tel econmuni cati ons which included pl anni ng, designing,

i npl enenti ng, and/or maintaining tel ecomunication systens; or
experience i n managi ng/ coordi nati ng maj or conputer or

t el econmuni cation projects. At |east one year of the required
speci al i zed experience nust have been at the fully conpetent

| evel conparable to the Data Processing Systens Anal yst |V |evel
in State governnent.

Supervi sory Experience: Experience in prograns that used
i nformation processing or telecomruni cations technol ogy which
i ncluded: 1) planning and directing the work of other analysts;
2) assigning and reviewi ng their work; 3) advising them on
difficult and conpl ex problem areas; 4) training and devel opi ng
them and 5) tim ng and scheduling their work.

Manageri al Experience: Experience which involved managi ng a
program of information processing and/ or comruni cati on servi ces.
Such work rmust have involved planning and i npl enenting a program
or sub-program and incl uded supervision and coordi nation of
application systens devel opnent, conputer operations services,
the provision of technical staff services and/or
t el ecomruni cati on systens devel oprment, mai ntenance, design, and
pl anni ng.

*Adm ni strative Aptitude: For the Assistant Adm nistrator,
| nf ormati on and Communi cation Services class, admnistrative
aptitude rather than actual adm nistrative experience may be
accepted. Admnistrative aptitude will be considered to have
been net for this level when there is strong affirmative evi dence
of the necessary adm nistrative abilities. Such evidence nay be
in the formof success in regular or special assignnents or
proj ects which involve adm nistrative problens; by the conpletion
of educational or training courses in the areas of nmanagenent
acconpani ed by the application of the principles, which were
| earned, to work assignnents; managenent's observation and
eval uation of the applicant's |eadership and nmanageri al
capabilities; and success in trial assignnents to manageri al
and/ or admi nistrative tasks.

For the class, Informati on and Conmmuni cati on Servi ces
Adm ni strator, one (1) year of experience conparable to that of
the State's Assistant Adm nistrator, |Information and
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Communi cation Services |evel, which included responsibility for

pl anni ng, organi zi ng, nmanagi ng, and directing all aspects of a
maj or segnent, consisting of two or nore branches, of the State's
central information processing and comruni cati ons programis
required.

Alternatively, this experience requirenent may have been net
by two (2) years of any other managerial/adm nistrative data
processi ng and/ or tel econmuni cations experience conparable to
that gained by serving as the head of a branch in the State's
central conputer and/or telecomruni cations agency or the head of
systens devel opnent and conputer services for a departnment. Such
experience must have included overall technical guidance and
| eadership and the responsibility for planning, directing and
coordinating the activities of the assigned operation and active
participation in managerial/adm nistrative functions such as
1) program eval uation and anal ysis; 2) devel opnent of the budget
and its justification; and 3) policy formulation and
i npl ement ati on.

Substi tutions All owed:

1. Satisfactory conpletion of all academ c requirenents for
a bachelor's degree in conputer science or in nmanagenent
i nfor mati on/ mnagenent deci si on science or in another
maj or i ncluding conpletion of coursework conparable to a
major in either of these fields froman accredited
coll ege or university nmay be substituted for six (6)
nmont hs of Speci alized Experience.

2. Satisfactory conpletion of all academ c requirenments for
a master's or doctorate degree in information and
conmput er science or in managenent informtion/ managenent
deci sion science froman accredited university nmay be
substituted for one and one-half (1-1/2) years of
Speci al i zed Experi ence.

Qual ity of Experience:

Possessi on of the required nunber of years of experience
will not initself be accepted as proof of qualification for a
position. The applicant's overall experience nmust have been of
such scope and |l evel of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties of
the position for which he/she is being considered.
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Sel ective Certification:

Speci al i zed know edge, skills and abilities may be required
to performthe duties of sone positions. For such positions,
Sel ective Certification Requirenents may be established and
certification nmay be restricted to eligibles who possess the
pertinent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nust show t he
connecti on between the kind of training and/or experience on
whi ch they wish to base selective certification and the duties of
the position to be filled.
Test s:

Applicants may be required to qualify on an appropriate
exam nati on

Physi cal and Medi cal Requirenents:

Applicants nust be physically able to perform efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
mat erial the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or wthout
a hearing aid, or the ability to conpensate satisfactorily.
Disabilities in these or other areas will not automatically
result in disqualification. Those applicants who denonstrate
that they are capable of perform ng the essential functions of
the position with or without reasonable accommobdation will not be
di squalified under this section.

Any condition which woul d cause applicants to be a hazard to
t hensel ves or others is cause for disqualification

Any disqualification under this section will be nade only
after a review of all pertinent information including the results
of the medi cal exam nation, and requires the approval of the
Director of Human Resources Devel opnent.
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Ment al / Enoti onal Requi renents:

Al'l applicants nust possess enotional and nental stability
appropriate to the job duties and responsibilities and working
condi tions.

This is an anendnment to the m ni num qualification
specification for the classes, ASSI STANT ADM NI STRATOR,
| NFORMATI ON AND COVMUNI CATI ON SERVI CES ( ASST ADMR, | NFO AND COWN
SVCS); and | NFORMATI ON AND COVMUNI CATI ON SERVI CES ADM NI STRATOR
(I NFORMATI ON AND COWN SVCS ADMR), which was approved on
June 5, 1992.

DATE APPROVED: 5/20/02 /'s/  Dawn M Young
DAVI S K. YO
Director of Human Resources Devel opnent




